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RECORDSRETENTION AND DISPOSITION SCHEDULE
Veterans Affairs, Indiana Department of. Veterans Home, Indiana.

Agency: Veterans Home, Indiana

Division:

ITEM| RECORD TITLE/DESCRIPTION RETENTION PERIOD
NO.| SERIES (This Retention Schedule is approved on a space-available basis)

1(80-1670 MEMBERS' MEDI CAL RECORDS TRANSFER to the TRANSFER to the | NDI ANA
A typical nenber nedical record could contain physician ARCHI VES, for EVALUATI ON, SAMPLI NG or
comrents, physician orders, nurses' notes, nedical test(s) WEEDI NG pur suant to archival principles;
informati on, x-rays, physical therapy records and nany eight (8) cal endar years after death or
other related forms and docunments. This record series also | discharge of the menber.
contains the original menber application formerly
mai ntai ned in the Social Services Department. Disclosure of
these records nay be subject to IC 5-14-3-4(a)(9), (2008
I ndi ana General Assenbly) Retention partially consistent
with IC 16-39-7-1, (2004 Edition and 2009 | ndi ana Ceneral
Assenbl y)

2[2001-17 GENERATOR TEST REPORT, NO STATE FORM NUMBER SHOWN DESTROY four (4) cal endar years after the
These tests of the electrical generators can be regularly end of the cal endar year of the report.
schedul ed events or non-schedul ed, such as mai ntenance,
contractor required or other. The day, date and tinme is
recorded and pre-start check information (including oil
I evel and air conpressor data) is also listed. Cal endar
year reports are maintained in a three (3) ring | oose-| eaf
bi nder.

312001- 19 AMOCO O L ANALYSI S CUSTOMER REPORT (NOT A STATE FORM DESTROY four (4) calendar years after the
This periodic report tests the fuel oil at the Indiana end of the cal endar year of the report.
Veterans' Honme. It |ists physical tests, wear on netal and
additives and other netals and any naintenance
recommendati ons. Cal endar year reports are naintained in a
three (3) ring binder.

412001- 20 ALARM TESTI NG REPORTS DESTROY four (4) calendar years after the
This conputer-generated report shows the |ocation and type end of the cal endar year of the report.
of alarmat the Indiana Veterans' Hone and percentage of
alarmlevel (sensitivity index). Initials of the enpl oyee
initiating the data request are listed. Reports are al so
mai ntained in a | oose-leaf, three (3) ring binder.

5[2001-21 |CEMETERY LOCATI ON CARD TRANSFER to the | NDI ANA ARCHI VES, for
This is an index card created to show the location of a EVALUATI ON. SAMPLI NG or WEEDI NG pursuant to
menber's burial site. The nmenber's nanme is |isted al ong archival principles; upon dissolution of
with the date of birth and death, the nenber's age at the the Mai ntenance Division and its successor
time of death, cenetery location and mai ntenance enpl oyee's | divi sions.
nane and the year the card was conpl et ed.

6(2001- 23 MEMBER SUGGESTI ONS DESTROY four (4) years after the year in
A menber may submit a suggestion for a change in any area whi ch the suggestion was received.
of the Indiana Veterans' Home and the department staff has
a limted amount of tine to reply. Suggestions are
subnmitted to the different programareas so that a response
can be provided to the nmenber.

712001- 25 MORNI NG REPORT OF | NDI ANA VETERANS' HOVE TRANSFER to the | NDI ANA ARCHI VES, for
This report is conpleted each day of the cal endar nonth, EVALUATI ON, SAMPLI NG or WEEDI NG pursuant to
wi th extensive categories for nenbers present or absent, archival principles; ten (10) years after
menbers receiving federal aid nursing care and domiciliary death or discharge of all |isted menbers.
care and nenbers who were deceased or di scharged during the
month. This record can be used to docunent and verify the
State Home Report. Disclosure of these records may be
subject to 38 USC 5701(a) and (b). Retention based on IC
34-13-1-1.

812001- 26 CONSOLI DATED REPORT, | NDI ANA VETERANS' HOVE DESTROY ten (10) years after the end of the

Circulated via e-nmail. Census information is taken fromthe
Morning Report (R S. 2001-25). Disclosure of these records
may be subject to 38 USC 5701(a) and (b). Retention
consistent with IC 34-13-1-1.

cal endar year.
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2001- 27

STATE HOVE REPORT AND STATE MONTH OF FEDERAL Al D CLAI MED,
USDVA FORM 10- 558

This two-sided formis submitted to the U S. Departnent of
Veterans' Affairs nonthly to claimpaynent for Veterans'
Affairs aid. Statistics and financial data are present but
no nmenber identification is |listed. Retention based on IC
34-13-1-1.

DESTROY ten (10) years after the end of the
federal fiscal year and after receipt of
STATE BOARD OF ACCOUNTS Audit Report and
sati sfaction of unsettled charges.

10

2001- 28

REPORT OF MORNI NG CENSUS

This daily census report |ists veterans and non-veterans
present on "today"s report" versus "yesterday's report" in
a specified building and floor. Al nenbers returning or

I eaving the building are personally identified. State Form
Nunber 1880 nay be used or data nay be retained in conputer
format. Disclosure of these records may be subject to 38
USC 5701(a), and (b), (January 08, 2008 Edition) Retention
partially based on 410 | AC 16. 2-3. 1-50, (Septenber 2, 2009
Updat e)

DESTROY/ DELETE five (5) years after death
or discharge of the nenber.

11

2001- 29

CARD REFERENCE FI LE- ACTI VE MEMBERS

This is a color-coded i ndex used as a quick reference to
the menber's status. SF 14987 is the Veteran Pass/Furl ough
and SF 46610 is the Non-Veteran Pass/Furl ough. Extensive
menber personal identification is listed. Arrangenent is

al phabetical by the menber's | ast nanme. Disclosure of these
records may be subject to 38 USC 5701(a), and (b).

TRANSFER to the | NDI ANA ARCHI VES, for
EVALUATI ON, SAMPLI NG or WEEDI NG pursuant to
archival principles, fifty (50) years after
the death or discharge of the nmenber.

12

2001-31

APPLI CATI ON FOR STANDARD GOVERNMENT HEADSTONE OR MARKER,
USDVA FORM 40- 133

This application is conpleted and signed by the
Superintendent of the Indiana Veterans' Hone. The headstone
or marker supplied by the US Departnent of Veterans'
Affairs is used in the cenetery located on the grounds of
the Indiana Veterans' Hone. The original application is
submitted to the federal entity and a photocopy is al so
retained in the Miintenance Departent. A typical record nay
have nenobs or correspondence attached or notifications of
delivery fromthe conpany delivering the grave narker or a
cl ai mvoucher. Several nonths may el apse between the

appl i cation subm ssion date and receipt of the marker.
Retention based on IC 34-13-1-1, (2004 Edition )

DESTROY ten (10) years after the headstone
or marker has been placed on the grave.

13

2001-32

CEMETERY AND BURI AL RECORDS

Begi nning with a | edger book and continuing thru the
present with a sprial notebook and other types of notebooks
and note pads, a record is nade of nenbers buried in the
cenetery located on the grounds of the |ndiana Veterans'
Hone. Typical dates range from pre-1900 through the
present. The nmenber's full nane is recorded, birth and
death dates, cenetery area and an indication that a
headst one was ordered. An early |edger book lists the
service area and if the deceased person was the wife or
wi dow of a nenber.

TRANSFER to the | NDI ANA ARCHI VES, for
EVALUATI ON, SAMPLI NG or WEEDI NG pursuant to
archival principles; 100 cal endar years
after the year of the nenber's death.

14

2001- 48

HEALTH OFFI Cl AL/ POOLS AND SPAS/ BEACHES AND LABS REPORT
FORM SF 36740

County health departnments test sanples of drinking water
and other water sources for contam nants and submt the
results to the Environnmental Lab of the State Departnment of
Heal th. The Indiana Veterans' Hone and its drinking water
is one (1) source in Tippecanoe County. Retention based on
40 CFR 141.33, (July 1, 2008 Revi sion)

DESTROY five (5) years after the year of
the | atest sanpl es reported.
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15

2001- 49

VI SI TOR SI G\FI'N SHEETS (NO STATE FORM NUMBER SHOWN)

This daily formis used for visitors to the |ndiana
Veterans' Hone Library. Residents, |ndiana Veterans' Hone
enpl oyees and/ or other state enpl oyees coul d be frequent
visitors. The total nunmber of visitors each nmonth is used
by the Recreation Departnent of the Indiana Veterans' Hone.
Di scl osure of these records nay be subject to

DESTROY at the end of the cal endar nonth.

5-14-3-4(b)(16), (2008 Indiana General Assenbly)
16|2001- 50 DONATI ON' CORRESPONDENCE DESTROY ten (10) years after the end of the
Vet erans' organi zations and ot her organizations around the | calendar year in which the donation was
state of Indiana may periodically send a nonetary gift to received and after receipt of STATE BOARD
the I ndiana Veterans' Home. Sonetines a gift is designated OF ACCOUNTS Audit Report and satisfaction
for a specific purpose or specific resident. Sone groups of unsettled charges.
sponsor a resident. A file usually consists of the donor
correspondence, photocopy of the check, yellow ply of the
recei pt and a copy of the acknow edgenent correspondence
under the Indiana Veterans; Hone Superintendent's nane.
Correspondence is arranged by cal endar nonth. Retention
based on | C 34-13-1-1, (2004 Edition)
1712009- 34 SURVEI LLANCE FOLLOW UP NO STATE FORM NUMBER SHOMN) DESTROY seven (7) cal endar years after
This nmedical record is created and nai ntained for menber conpl etion of the resolution status.
illnesses. A nmenber is identified and various physi cal
situations listed, including the resolution. D sclosure of
these records nmay be subject to IC 5-14-3-4(a)(9)), (2008
I ndi ana General Assenbly) Retention based on IC 16-39-7-1,
(2004 Edition and 2009 |Indi ana General Assenbly)
18|81- 857 MEMBERS' FI NANCI AL RECORDS DESTROY records of accounts with a zero
Di scl osure of these records may be subject to 38 USC (-0-) balance ten (10) years after death or
5701(a) and (b), (January 08, 2008 Edition); Retention di scharge of the menber and after receipt
based on I C 34-13-1-1, (2004 Edition) of STATE BOARD OF ACCOUNTS Audit Report and
sati sfaction of unsettled charges.
19|81- 858 VETERANS' HOME COVFORT AND WELFARE FUND DESTROY records of accounts wth a zero
Pursuant to I C 10-6-1-7(c), 2008 Indiana General Assenbly, (-0-) balance ten (10) years after death or
this fund is established. The administrative head of the di scharge of the nenber and after receipt
admi nistrative unit for special institutions shall depossit | of STATE BOARD OF ACCOUNTS Audit Report and
all money collected fromthe nenbers for the cost of their satisfaction of unsettled charges.
care and maintenance in this fund. A portion of this fund
may be withdrawn and deposited in a special fund to be
known as the "veterans' home building fund". Disclosure of
these records nmay be subject to 38 USC 5701(a) and (b),
(January 08, 2008 Edition); Retention based on |C 34-13-1-1
(2004 Edition).
20|81- 860 PATI ENT' S RECREATI ON FUND DESTROY after ten (10) years and after
ATt pi cal patients' recreation fund includes requisitions, recei pt of STATE BOARD OF ACCOUNTS Audit
cl ai mvouchers and invoices pertaining to purchases from Report and satisfaction of unsettled
the patients' recreation fund. The file includes the char ges.
I ndi ana Veterans' Hone Patient Recreation Fund Bal ance
Sheet. Disclosure of these records nmay be subject to 38 USC
5701(a) and (b), (January 08, 2008 Edition] Retention based
on | C 34-13-1-1, (2004 Edition)
21|81-869 ACCI DENTS AT THE | NDI ANA VETERANS' HOVE DESTROY five (5) years follow ng the end of
These could include visitors or enployees. Disclosure of the year the records cover.
these records nay be subject to IC 5-14-3-4(a)(9), (2008
I ndi ana General Assenbly) Retention based on 29 CFR
1904. 33, (July 1, 2008 Revi sion)
22|81-876 WORK ORDERS- | N- HOUSE DESTROY hard copy records after project

An in-house work order for various daily jobs is a

mai nt enance project conpleted within the |ndiana Veterans'
Home by | ndiana Veterans' Hone enpl oyees. Data is al so

mai ntai ned in conmputer format.

conpl etion and after recei pt of STATE BQOARD
OF ACCOUNTS Audit Report and satisfaction
of unsettled charges. DELETE conputer data
after project conpletion and after receipt
of STATE BOARD OF ACCOUNTS Audit Report and
satisfaction of unsettled charges.
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